
How to Log a Maintenance Request 
 

STEP 1: 

 

 Log into your SISweb Portal account using your UCD ID (Student Number) and your 

Password/PIN which is by default your Date of Birth in the form DDMMYY. 

 Click “Login”. 
 

STEP 2: 

 

 Click on the tab “Campus Facilities” 
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STEP 3: 

 

 From this screen please click on “UCD Residences”. 

 

Step 4: 

 

 Click on “My Residence Details”. 
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Step 5: 

 

 

 

 Click on the “New Service Request” tab on the My Residence Details page. 
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Step 6: 

 

 On this page you can provide details of the problem/issue being experienced.  

 Click on the “Location of Problem” tab to choose your apartment and explain the nature 

of the problem under the “Type of Problem” tab. 
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 Please select the preset problem from the list that best matches your issue and provide 

a detailed description of the problem in the text box provided. 

 

 Once you have explained the problem, click on “Submit Request”.  

 


